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RID
appears in
std mail

RID
appears in

RID Processing Flow

» Make photocopy for ref for typing

+ Create record for RID in log, assigning
aRID # and listing dispo as “typing”

« Write RID # on original and on
photocopy

« Send photocopy to typing

* Place original in binder

box

+ Create electronic doc in proper
format using RID input received,
including assigned RID # and

> using proper filename format

* Destroy photocopy

« Send file to RID email address
as email attachment

Did item come
from typing (proper
doc format, RID #
assigned) ?

ail box Yes

* Print hardcopy

+ Create record for RID in log, assigning
aRID # and listing dispo as “archive”

« Write RID # on Hardcopy

* Place hardcopy in binder

« Save file in “Archive” using proper
filename format (see filename note)

» Move email message from “Inbox”
mail folder to “File-Saved” mail folder

file in MS Word

These steps must be

« Update log, listing dispo as “archive”

« Save file in “Archive,” and “Incoming”
using proper filename format (see e
filename note)

* Move email message from “Inbox” mail
folder to “File-Saved” mail folder

1. Copy file to “Web”

2. Move file from “Incoming”

> to “Logged”

3. Update log, listing dispo as
“logged”

1. Notify submitter that

- RID was received

| 2. Move file to “Initial
Notification "

« Enter RID # on doc
« Save new file in

Using file in
“Archive’, is

“Incoming” using

7.0 format? Yes proper filename format

« Convert to MS Word 7.0
format
« Enter RID # on doc

+ Save new file in
“Incoming” using
proper filename format

completed together

File Names

+ Incoming files are received as attachments to email with any
filename the submitter chooses

* As the files are extracted from mail, they receive a new
filename

* This new filename is composed of two parts

* The first part is based on the RID #

* The second part (extension) must be unique to
differentiate different doc formats, e.g. *.doc for MS
Word, *.tif for scanned images

+ The origianl version of the files remains in the Archive folder.
Only *.doc files are advanced through the process.
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RID Processing Flow

No = Error

Has RID been
Dispositioned?

Dispo=
Accept?

Dispo=
Reject?

Review Update RID form Update RID Has submitter Update RID
> Team Works form, including withdrawn form, including
RID \ response RID? response
1. Move file to “Study " \V /
2. Update Log, listing

1. Move file to “In-Work "
2. Update Log, listing
dispo as “in work” \

dispo as “study”

2. Update Log, listing
dispo as “reject”

1. Stop RID processing

|
|
|
|
|
|
|
|
|
|
|
| 1. Move file to “Reject ”
|
|
|
|
|
|
|
|
|
|
|

Has RID 2. Rename fiI_e, gdding
Copy file to “Web” No ~ been f:ll\:erfg n?gg'”"'”g of (
|ncor;i)r<])rated 3. Move file to “Closed * Copy file to “Web”
satiein Jocmet? o as s r
Sheet 1 Notification Has RID been 1. Notify submitter about

o No further L ——  Ongoing, parallel ——- ‘Reject” status
' Dispositioned? process 2. Move file to “Rejection
Notification”

1. Move file to “Accept”
2. Update Log, listing
dispo as “accept”

\

Has document
been re-

Has an

Appeal
process

i |

: | released? COpy file to “Web” . appea| been

I Is a file in : ' 1. Move file to received

' “Web" ? | \ “Closed” No within 5 days?
' No | , - 2. Update Log, -

: | Notify submitter listing dispo as

| | about “Accept” sclosed”

| | Notify submitter status

I - I that RID is stil

I 1. Move file to web : being studied even

| server though doc has !

| 2. Update web pages I g 1. Move file to “Appeal”
: : been re-released 2. Copy file to “Web”
I |

) 3. Update log
— — - Ongoing, parallel process - — — —
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